
Government-Funded (Emergency) Leave Travel Claim 

  
Introduction This guide provides the procedures for entering a Government-funded 

(formally known as Emergency) Leave travel claim in TPAX. 

  
References See the DoD Joint Travel Regulations, JTR, Chapter-4 for more 

information regarding this topic. 

  
Suggested 

Process 

 

 

 

Scanning 

Documents 

In the notes of the orders ensure “Authorized to charge to the CBA” is 

used.  Send TMC (ADTRAV) a copy of the orders, this will alleviate the 

below 23 steps and no travel claim submission will be required.   

____________________________________________________________ 

 

It is important to upload ALL supporting documentation for the 

claim/settlement. All documents should be scanned into a single PDF file. 

Some of the required items include the following: 

 Signed Orders 

 Airfare/Booking Agent Fee Receipts 

 Airfare Tickets 

  
Procedures See below. 

 

Step Active 

1 Enter Grade/Rank. Select Normal from the Type of Order drop-down. Select 

Emergency from the Purpose of Trip drop-down. Enter the Issue, Begin and 

End dates. Click Next. 

 
 

  

 Continued on next page 

  

https://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf#page=166


Government-Funded (Emergency) Leave Travel Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Active 

2 On the What’s Authorized tab, ensure the Commercial Carrier box is checked 

in the Mode of Transportation. Click Next. 

 
 

3 On the Remarks tab, enter reason for leave in the Order Remarks and click 

Save. 

 
 

  

 Continued on next page  



Government-Funded (Emergency) Leave Travel Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Active 

4 On the Entitlements tab, click Add This Entitlement. 

 
 

5 On the What’s Authorized tab, make sure Owner operator of POV box is 

checked and select Commercial (Rail/Air/Bus/Ship) Authorized from the 

Transportation Restrictions drop-down. Click Next. 

 
 

  

 Continued on next page 

  



Government-Funded (Emergency) Leave Travel Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Active 

6 On the Itinerary tab, select No trip itinerary to be entered from the Duration of 

travel drop-down. Click Next. 

 
 

7 On the Reimbursables tab, click Add/Edit Trip Expenses. 

 
 

  

 Continued on next page 

  



Government-Funded (Emergency) Leave Travel Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Active 

8 Before entering reimbursables, you must verify that the carrier ticket price is 

valid per the JTR regulations by using the City Pairs Program. Click Enter 

Site. 

 
 

9 Enter the Departure City and the Arrival City per JTR regulation and click 

the appropriate Fiscal Year. 

 
 

  

 Continued on next page 

  

https://cpsearch.fas.gsa.gov/


Government-Funded (Emergency) Leave Travel Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Active 

10 Govt YCA Fare is displayed as the one-way price allowed per JTR 

regulations. 

 
 

11 Select Transportation Airfare from the Expense Description drop-down. Enter 

in the amount Claimed and click Accept Expense. 

 
 

  

 Continued on next page 

  



Government-Funded (Emergency) Leave Travel Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Active 

12 To add another Reimbursable click Add Expense, if complete, click Accept 

Changes. 

 
 

NOTE: If using Coast Guard CBA (Central Billing Account) monies for trip, 

do not enter the airfare. 

13 Select CTO-TMC FEES from the Expense Description drop down to add 

booking fees. Click Accept Expense. 

 
 

  

 Continued on next page 

  



Government-Funded (Emergency) Leave Travel Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Active 

14 Click Accept Changes. 

 
 

15 Click Next. 

 
 

  

 Continued on next page 

  



Government-Funded (Emergency) Leave Travel Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Active 

16 On the Computations tab, verify the Total Entitlement is correct and click 

Next. 

 
 

17 On the Financial Tab, click Add/Modify Accounting. 

 
 

  

 Continued on next page 

  



Government-Funded (Emergency) Leave Travel Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Active 

18 Enter in the accounting data and click Accept Line. 

 
 

19 Click Save. 

 
 

20 Click Next. 

 
 

  

 Continued on next page 

  



Government-Funded (Emergency) Leave Travel Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Active 

21 Enter pertinent information to appear on the travel voucher in the Voucher 

Remarks and click Manage Images to add uploaded documentation. Then 

click Save. 

 
 

22 Check the box for certification and click Certify. 

 
 

23 Check the TONO box and click Release for Approval. 

 
 

  

  


